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GENERAL
APYLICABILITY

This Regulation provides for the aduinistration of the Anmual and
Bick leave fct of 1951, as asmended, in its applicabllity to Agency
staff and contract employees covered by the provisions of the aat,
It may be spplied in edministering leave of native and foreign
netional contract employses at overssas instsllations if desirable.
¥odificatlons should be made, however, to reflect the requirements
of lozal lew and practices, Any such modifiostions whish expand
the leave benefits herein must receive prior approval by the
Agsistaent Director for Personnel and by the Camptroller.

LEAVE YRAR
The leave year ends with the last day of the pay period following
the lest cuomplete pay period in the calendar yesr. lLeave in excess

of the maximum sceumulations stated in paragraph 3¢ must be used or
forfeited by the end of the lsave year,
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ACCRUED CREDITS AND MINIMB LFAVE CHARGE

(1) Both annusl and sick leave are accrued at the rates indicated
in paragraphs 3b and Lb, respectively, on a biweskly pay
period basise. 4is a gensral rule, these oredits arse not
reduced if the employee has been gbsent in a nonpay status
for & brisf period durlng a given pay period. However, if
at any tise during a lesave ysar e full-time employee's absence
in & nonpey status totals 80 hours, his aredits for sick lemve
¥ill be reduced by four hours, and his oredits for annual
leave will be reduced four, six and eight hours, ascording to
his leave-earning category. This same reduction scale applies
to any subgequent vecasion during the leave year when cuwmlae
tive leave without pay for the emplayee totals an additiongl
80 hours. No leave acorues to the oredit of an employes who
is in a nompay status for the entire leave year.

{2) The minimum charge for annusl or sick leave iz one hour.
Additional leave will be charged in miltiples of one hour.

LEAVE BAIANCES

(1) Each employee is responsible for mainteining a personal record
of his leave, The Office of the Comptroller will furnish:
deave balances to employees once a year as & mesns of verifying
the balance shown by this record.

(2) During the interval between such annual reports, questiens which
- employees may have pertaining to their leave balances must be

presented in the form of a memorandum over the signature of the
sppropriaste Administrative Officer. Telephone inquiries should
be avolded whenever possible. However, in exceptionsl cases in
which it is belleved an amergency justifies & telephone inquiry
by an Adeninistrative Officer, the sppropriate Payroll Branch of
the Fiscal or Finence Divisicn of the Office of the Comptroller
will endeavor to furnish the informetion desired.

TRANSFER OF LEAVE FHOM OTHER FEDERAL AGENCIES

(1) The Annusl end Sick leave Act of 1951, as amended, provides for
the transfer of accorued and scoumulated annuel and sick leave
when an enployee subjest to the Act accepts employment in s
different Federsl agency. The Office of Personnel will request
the leave record of Agency appointees who have prior Pederal
service from the former employing agency. :
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(2) Pending reseipt of his official leave transeript from the
former employing agenay, an employee may be granted up to
10 workdeys of anmual or sick leave upon his personsl certi-
fisation that the Leave requested is to his gredit for trans-
fer to this Agenoy. This certification will state the name
and address of the Federal agency from which Bis leave iz to
be trangferred and will be sttached to the Time and Attendance
Report sumitted for the employee covering the first pay period
during which such leave is used.

f. EXPENSES OF PEFSONAL NATURE NOT RETMBURSARLE

Expenses of an eaployes for postage, telephone calls, telegrans or
sebles, incident to his applying for leave, reporting his leave
taken, inquiring about his lsave balances, ctc., ars of a personal
naturs and veimbursement therefor from of ficial funds will not be
allwad.

8» UNAUTHORIZED ABSENCE

An employes detained by ceuses beyend hisz gontrol and unable to
report at the opening hour, should notify his supervieor as soon as
passible on the first day of absence. Absence fras duty for any
cause, without prior pemission, must be satigfaotorily explained;
otherwise, it will be charged es absence without leave and the
enployee will be subject to disaiplinary action.

hs TEWPORARY REFPLACEAENTS FOR EMPLOYEES ON EXTENLED LEAVE OF ABSENCE

(1) Temporsry "identical additionsl® positions may be authorized
by the Assistant Director for Persannel or his designee to
parmit employment of & replacenent for an amplayes granted a
leave of sbaence for more then 60 deys, '

(2) Request for the establishment of & temporary position will be
submitted to the Office of Personnel on Standard Fora 52,
Request for Personnel Action, in triplioste, Item &, Remarks,
will identify the specific position and state the nams of the
regular incumbent and the type and inclusive dates of the lsave
period,

{3) Request for sction to obtain the temparary replacenent either
by reorultnent or by inwservice action {e.g., Remssigmment)
¥ill be preparsd mnd submitted in accordance w :
applicable to the type of action involved,

“3 .
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2. ADMINIBTRATIVE RESCORSIBILITIES
6, SUPERVISORY OFrICIALS

The administration of leave is essemtislly & supervisory respons=
ibility. Accordingly, the authority for approval of leave should
be delegzated to the lowest supervisory level acnsistent with the

regquiresents of this Regulation,

(1) The Assistant Directors of the Office of the Deputy Direstor
{Intelligence), the Chiafs of Aduinistrative Offines of the
Office of the Deputy Director (Administration}, the Chiefs of
Benilor Staffs and Ares Divisiona of the Offlce of the Deputy
Direstor (Plans), the Director of Training, the Assistant
Pireotor for Communicatlions and the Assistant Director for
Personnel are rasponsible for the administration of leave
within thelr respective Jurisdictiones They, end their sub-
grdainste officisls designated in sccordance with paragraph (&)
dmmediately below, hereinafter will be refsrred to as "approve
1133 officiala.”

(2) The officials liwted in paragraph (1) sbove may, in their dise
orstion, delegate to swervieory personnel under thelir juris-
diction, in hesdquarters and in the field, the authority to
approve periods of leave govering 30 calendar deys ar less,

{3) Approving officials may approve leave requested by employees
under thelr Jurisdiotion except es provided in paragrsph b
below. In those ogses requiring finel approvel by the Assistant
Director for Personnel, they will recommend the asction to be
taken, '

be ASSISTANT DIRECTCR FOR PERSOHNEL

(1) The Assistant Director for Personnel i3 responsible for assisé~
ing svpervisory officials in exercising their responsibilities
by sstablishing standerds for thelr guldance.

{(2) He, or his designes, will aot s&s the final approving suthority
for requestes for advance siock lsave, maternity lesve in excess
of six months and extensions of leave without psy beyond twelve
monthas.

.
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@s CCHPTROLLER

The Comptroller is responsible for mssuring that lesave reported
bes been properly authorized in accardance with this Regulation
and for maintaining officlal leave records for each esployee.

3. AHNUAL LEAVE
£y Fﬁ&!ﬁ!

(1} Annual leave will be granted to erployees at such times and in
eugh amomnts 86 local work conditiong permdt. To the extent
poerudited by work conditions, supervisors should plan to allow
each Individual sn extended period of leave for rest snd re-
laxation each year,

{2) Although annual lesve is & right of the individual in thet its
acerual within statutory provisions mmy not be denied and in
that the individual is entitled to paynent for specified
balances upon separstion, it is nevertheless the prerogative

i of th:dAgemy to make the fingl declsion on when leave is to
be uzed,

(3} Persannel must be given an cpportunity to take leave whigh
would otherwise be forfeited. Wwhile it is desirable thet such
opportunity be provided at a tine desired by the individual
eonoerned, it amay be established hy the gpproving official if
work conditions requivre., Denisal of leeve will be based on
factors which are ressonsble and equiteble and which do not
dlgeriminate egainst individuals,

(L) Employees of the Agenoy are expected to plan vacations and
leave pericds when thelr services cen best be spared. When
emergency conditlons require maximun attendance, enployees may
be required to farege scheduled leave until such time as their
services mky be spared without undue detriment to the operations
ef the Agency .

be ACCRUAL GF ANNUAL LEAVE

(1) Bmwployees shsll be entitled to sanual leave only after having
been owrently employed for a continuous perioed of 90 days
under onhe or more sppointments without s bresk in smervice.
Although a separation of one or more workdays constitutes a
bregk 1n service, leave without pay during the 90-day qualify«=

~ing period iz not a bresk in service.
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(2} Yullstime employees are entitled to amual leave with pay
which shall scorue ss followsi :

(a) Employees with less than 3 'years of service: One-half
g day for sach bimeekly pay pericd.

(b) Bmwployees with 3 but less then 15 years of services
Three~fourths day for sach full biwe pey period,

except that the accrual for the last full biweekly pay
period in the salendar year shall be one and cne-fourth
WBQ

{s) Baployees with 15 or more years of service: One day for
: eech )l biweekly pay period,

(3) Partstime and "when actually employed" employees for whom there
has been properly established in advance a regular tour of duty
of one or more days during each administrative workweek shall
earn leave as followst '

(a) Buployees with less than 3 years of service: One hour of
umual leave for sach 20 hours in pay siatus.

(b) Employees with three but less than 15 years of service:
One hour ¢f annual leave for emch 13 howrs in pay status.

{¢) BEmployees with 17 or more years of service: One howr of
annual. leave for esch 10 hours in pay statua.

(b) Any chenge in the rete of asccrusl of ennual lsave by an employee
shall take effeat as of the beglnning of the pay period followe
ing completion of the required pericd of service.

ACCUMULATION OF ANNUAL LFAVE

{1) Maximum Acounulation
Within the limitations stated in (a) and (b) below, an emplayee
nay, during any leave year, ascunulate his unused accrued leave
for wse in succeeding years. SExcept as provided in paregreph (2)
below, an employse who has not used annual leave to his aredit

in excess of the meximun indicated by the of 1
yeer will forfeit such lesve. i begimning of any leave

-t -
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{a) Except for those categorles of employees merving overseas
who are specified in paregreph (b) Luredimtely below,
smployees are limited to an accumulation of 30 days of
snrmsl leave.

{(b) The following oategories of employees who are stationed
outside the several States and the District of Colusbia
are limited to an acounulation of LS days of armual leave:

(1) Persons directly recruited in or transferred from
the United States by the Federal Government.

(g_) Persons esplayed locally but:

{a) Who were originally recruited from the United
States and bhave besn in substantlally ocon-
tinuous employment by other Federal agenciesj
United States firms, interests, or organiza-
tions; internationsl organizations in vhich
the United States Government participates, or
foreign governnents, and whose conditions of
snployment provide for thelr return transporta-
tion to the United States.

(k) W%ho were at the time of employment temporarlly
abgent from the United States for pwposes of
travel or formel study, and meintained resi«

" dsnce in the United States during such temporary
abgence,

(3) Persons accepting employment who normally sre not
resldents of the mrea concarned and who sre dis~
ocharged from the military service of the United 3iates.

{2) EBxceptions to Maximum Ascumulation |
Acovmuleted amual leave to the oredit of the employee whm is
in excess of that authorised by paragraph (1) ebove will remain
to his credit until used in either of the cases desoribed below.
(a) When the anount of scoumlated snnual leave to the employee's
sredit immediately follow the last complete biweekly pay

period in celendar year 1958 (20 December 1952), or the
serresponding pay period for sn enployee not paid on the

-7
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buis of biweekly pay period was in excess of the 30 or
L5 days allowable under paragraph (1) above under the
provisions of law then &ppliceble to the anpleoyee; or

{b) V¥hen an employee who has been eligible for an sccumula-
tion of L5 days under paragraph {(1){b) above becomes
subject to the 30-dsy limitation under peragraph (1)(a)
abave,

However, when such an employee uses more leave than he earns
during any succeeding leave year, he msy not regain as accuma-
lnted leave the hours used in excess of those sarned.

ds ADVANCE ANNUAL LEAVE

(1)

(2}

{3

()

In an emergency, an employee who has completed 50 days of cone

25X1A

tinucus service mey be granted advance annual leave in sn amownt

which will not exceed that which he will have agcrued at the
close of the ourrent leave year. However, if guch leave has
not been earned by the close of the leave year, the aployee
will be required to meke & refund for the wnearned leave.

dnmuzl leave wlll not be advanced to an employee holding a
limited appointment, or one expiring on a specified date, in
sxcess of the total snnual leave that would acorue during the
rengining periocd of such appointment. An individugl who has
exhausted his annual leave and who will require recurring
advances of annual leave may be granted a blanket suthorize-
tion for an advance of the remginder of the leave which will
ascrus to him during the current leave year.

Applications for advance annual Jeave will be submitted to the
appropriate spproving offleial desiznated in accordance with
garmeph 2a aboves, Within the limitations stated in (1) and
2) immediately sbove respecting the awount of lesve which may
be advanced, approving officials will consider such requests
on the saue basis es reguests for use of seocrued annual leeve,

If the sppliaation for edvance amual lesve 1s approved, &
gopy of the spproved request will be forwarded by the final

spproving authority, as appropriste, to the Payroll Branch of
the appropriate Division of the Office of the Comptroller,

-8 -
CONFIDENT IAL

Approved For Release 2002/05/06 : CIA-RDP78-04718A001200070048-1



25X1A

Approved For Release 2002/05/06 : CIA-RDP78-04718A001200070048-1

CONF IDENTIAL

PERSONNEL
1954

(1)

(2}

(3

¢, TERMINAL PAY FOR ACCRUED ANNUAL LEAVE

When an employee 1s meparated from the Federsl servics, &
lump-sun payment will be made to liquidate enmunl leave to
hls oredit which is not in excess of 30 days or the number
of daye carried over to his credit et the beginning of the
lseve year during which he is separated, whichever is the
greater.

If an employee who hes received a lump-sum payment is ree
erployed in the Federal or District of Columbia goverment
{exoept in & position exampted by section 202(p)(1)(B), (c)
or (:S of the Annusl snd Sick Leave 4ot of 1951, as mnendeds
before expiration of the period covered by the lupegum
payment, he must refund to the employing agengy.am amount
equal to the compensation covering the period between the date
of reasmployment and the expiration of sueh leave period. The
leave represcnted by such & refund will be eredited to him by
the employing sgenoy as followss

() If he is reemployed under the same leave system, leave
will be recredited in an amount equal to the amount of
lsave represented by the refund,

{(b) If he is reemployed under s different leave systen, leave
will be recredited on an edjusted basis in accordance
with regulations of the Civil Service Commission.

(e) If he is reemployed 4n a position exempted by seotion
202(a)(1) of the Amnual and Sick leave Act of 1951, as
emended, such leave will be deemed to have remained to
his oredit.

During entrance-on«duty processing, the Office of Personnel
will ascertain whether each new msployee has received a Jumpe
gun paynent for which a refund nmey be due. Urdinarily,
Lmmedinte repayment will be required at the time of entrance
on duty for sny part of a lump-sum payment which must be
refundeds In herdship cases, however, the Office of Personnel
may sarrenge with the employee for repayment on an installment

- besis. Such mrrangsuents will be reduced to writing and will

require the conewrrence of the Comptroller or his designee.
Full repayment must be maede within one year in such csses and
the amount of leave represented by the repayment will not be
aredited to the emplayee's acoount wntil full repayment has
been made,

- G o
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APPLICATION FOR ANNUAL LEAVE

(1} Standard Form No. 71, Appliocation for Leave, will be used for
prior writien requests for annual leave, This form will not
be required vwhen the eiployee will be present to initial his
Time snd Attendance Report for the pay period dwring which
the leave was used prior to its submission to the sppropriate
Payroll Branch, However, processing of the employee's check
will be delayed unless hia Time end Attendance Report has
been initialed for ssch day of leave invelved or is accome
panied by Standard Form No. 71 unless his supervisor of the
Time and Attendance clerk certifies to the leave. In these
gsases, the employes will be required to cumplete Stardard Form
Nos T1 verifying the leave as reported as soon as possible,

(2} Requests for advance annual lesve will be submitted by memo-
randun addressed to the appropriste approving official desig-
nated in accordence with paragreph 2 above, Advance anmpl
isave will be reported on Time and Attendance Reports as it
is used,

SICK 1EAVE
POLICY

Approving officiales of the Agenoy will authorise the use of siek
leave in 8ll bona fide cesss. The accrued and accunulated sick
leave to the smuployee's oredit is available for use in the follouwing
alrcunstancess '

(1)} V¥hen it is established that the euployee is incapacitated for
the performance of duty because of sickness, injury, or pregnancy
and confinement.

(2) For medicel, dental, or optical exsmination or ireatment, when
leave 1s approved in sdvance by the supervisor,

(3) When a member of the immediate fmlly is affiloted with & cone

tagious disesse and requires care and attention by the employee,
(4) W¥nen, through exposure to contegious' disesse, the presence of

the employes at his post of duty would jeopardisze the health
of others,

w 10 =
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(1) Fll-time employees are entitled to sick leave with pay, which
shall socrue on the basls of one-half day for sach full biw

weelly pay period.

(2) Partetime and "when sctuslly employed" employees for whom there

has baen properly established in advance & regular touwr of duty

- of one or mere days during each administrative workweek, are
entitled Yo slck leave with pay, which shall sccrue on the
basis of one hour for each 20 hours in & pey status.

{3} Sick leave msy be ssoumuleted without limit and evsilable for
uge in swocesding yeers,

APPROVAL OF BICK LEAVE

Use of sick leave 1s subject to the approvel of the approving official
designated in accordance with paragrsph Za above, Absencez of thres
workdays or less require the personal certifiocsmtion of the employee
48 to hls incapscity for duty. Thls certification is made by the
employee’s inltlialing the perlod of absence on his Time ard Attendance
Beport. fbsences in excess of three wrkdays are required to be sup~
ported by medicel certificate or other evidence sdministratively
scceptable. (If the employes wes not attended by a physician, a
statenent by the employee explaining why the services of a physician
were not cbtained may be accepted in lieu of a medicel certificate,
when sick lesve has been requested for absence necessary to obtain
repalrs or adjustments of prosthetic sppliances, a statenent from

the campany meking the repairs or adjustments may be sgcepted in lisu
of a medical certificate.)

ADVANCE ROTICE OF SICK LEAVE

Advance writien application for sick leave on Standard Fom No. T1,
Appllcation for Leave, is required in all cases in which the absence
aan be foreseecn. An euployee who is absent on mccount of unforsseen
illuess should notify his supervisor as early as practiosbls on the
first day of the absence (generally within the first two hours of
work or as soon thereafter as possible), Failure to give such
notlce mey result in & charge to annual leave or leave without pay,
&8 the clrounstances way Justify. Approval of the absence should
be given at the time of notiffication unless there is reason to doubt
that the abssence may be a proper charge to siok leave.

w 1] -
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ey HEPORT TO MEDICAL OFFICE

’I?hs following reporting prosedures have been sstablished to carry
@it the preventive health program of the Mediocal Office:

(1) Upon his return to duty, an employeo in the Washington area
ko has teken more than three consecutive days of sick leave
will report his absence to the Medical Office by sampleting
Standard Formm No. 71, Application for Leave:. The employeels
telephone extension sand the nature of his illness will be
indleated on the reverse aside of the forxm under "Hemarks® and
the form farwarded directly to the Chief Nurse, Medical Office,
(It 8P=71 has been used to cbtein the medical gertificate
required by paragraph lLc, above, sn additional copy will be

_prepared; the modical certificate and the signature of the
spproving officiel are not required on the additional copy,
bowevear, )

{2) Ewployees in the Washington area who teke sick leave for a
contagious disesse will report in parson to the Medloal Office,
prior to thelr return to duty. '

{3) Employeos in the Washington ares who are returning to duty from
#lck leave of three calendar weeks or more will report to the
Mgdigal Office far examination.

(L) Administrative Officers or other personnel responsible for main-
' taining employses! time and attendence records are expected to
renind exployees of these requiranents when they veturn to duty
fron & perlod &f sick lesve,

£+ ADVAKCE SICK IEAVE

{1} In case of serious dissbility or allment, and when required by
the exigenoles of the situation, enwployees may be advanced sick
leave not o erxcesd 30 deys.

{a) Advance slok leave is charged against sick leave whigh will
be sarned in the futwre. However, less than 8 hours siek
lenve will not be advenced to en employee who has sufficient
annuel leave to his gredit to cover such request.

(v} An individuel who hes exhsusted his sick leave and who will
require recurring advences of sick leave may be granted a
blanket authorisation for an sdvance of the remainder of
the leave which will acqorue to him during the current leave
year and, if warranted by the circumstances, w to 30 days,.

- 1F -
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(2) 8ick lsave will not be advanced to an employee holding e
© limited appolntment or one expiring on & specified date,
in excess of the totel sick leave which will agorue during
the remaining period of such appointment,

{3) When an smployee applies for more sick leave than he has

' asoumnlated or may properly be advanced, the sxcess leave
will be charged againat annual leasve, if available, or to
leaave without pay if ennual leave is unavailable,

(L) &An ewployes separated from the service must refund the emount
peld hinm for any unliquidated advanced siock leave which cannot
bs coversd by annual leave to his oredit, except when separae
tion i due tos

| {a) Death
g (b} Retirement for disability

(e) Inebility to return to duty becaupe of disability, evie
dence of which is supported by an scceptsble madicsl
gertificate

{5} Applications for advance sick leave will be submitted to the
approving of ficials designated in accordam:e with parsgreph 2a
above for review and recamsndation. Plication must be
sacompanisd by & certificate from the af.‘bm physician as
to the nature of the illness and the estimsted &At.e the mplam
will be alﬂ.a\to retwrn to duty.

{6) Applicetions will be forwarded tc the Offica of i—‘wsonuol for
- approval., The assistant Divector for Personnel will obtain the
recamnendation of the Chisf, Medial Staff, before taking final
action.

g+ SUBBTITUTION OF SICK FOR ANNUAL IEAVE

When slokness occurs within a peried of amuml leave, sick leave may
be granted to cover the period of illnesgs, in which event the deduc~
tlon against amuel leave for this perioed will be converted, Applica-
tions for suoh substitutions must be made within two workdays after
return to duty and must be sypported by a medicel certifieats, or
aother evidences adninistratively aocceptable.
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S, LEAVE TN THE UNITED STATES FOR EMPIOYEES SERVING IN FOREIGN COUNTRIES

. POLICY
{1} Genersal

(2)

Anrmal Jeave and payment of travel expenses of the enployee and
his family to return to his residence in the United States or

- 25X1A

its territories and possessions and return to the post of assign-

ment {or new post if resssigned in the interim) will be granted
to &n employee following completion of his presoribed tour of
duty or &z soon &8s possible thereafter in mocordance with the
individual eligibility criteris set forth in paragreph (2)
below, Wiaile he is on zuch leave, the amployee shall not be
availeble for work or dutles except ss follows: in the Agenscy,
for training or reorientetion for work, or, when authoriged,
for military leave. Any time required for such work, duty,
training, or military leave shall not be oounted as annual
leave.

Bligibility
The employee must qualify under all the following conditions:

(a) He must have served & minimum of two years' continuous
service abrosd. {See paragraph 5b below.)

{b) He must have been s resident of the United States, its
territories or possessions, at the time of his employmend
by the Goverrment.

{e) He must have to his oredit, at the time his travel begins,
sufficient accrued and scounulated annual leave to omrry
nim in & pay status while in the United States for &t

least s 30-day period.

{d) In the event that immediate return to an overseas post
wpon completion of leave in the United States 1s not con-
$ained in the travel order authorising suech lesve, that
he acknowladge in writing his willingness to retwn to
;:; omaa;s assignment with this Agency, (See paragraph

below.

-1l -
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be  COMPUTATION OF CONTINUGUS SERVICE ABROAD

Computation of the required two years! contimuous service abroad
shall begin when the employes officially reports for duty at a
permanent duty station or when suthoriszed at an imtermediate over~
seas fleld station while enroute to or from s pemanent station,
This period will not inolude itime spent in the United States, its
territories or possessions, on approved anmual or sick leave op
leave without pay., Although such leave taken dose not constitute
& break in "gontinuous service abroad,™ it does not gount as "ger-
vice abroad.® Thus, the period of "acntinuous servige sbroad:
must be extended beyond the originel two calendar years for a
period equal to the smount of such leave tsken.

¢ RETURN TC AN OVERSEAS ASSIGNMENT

When it is not known in advance thst the employee will be immediatoly
returning to an overseas post upon completion of leave in the United
States, the official responsible for approving the leave must be
gulded by his Jnowledge of the conditions and of the individual's
willingness to mocept such sesigmment. There must be a reascnable
axpectetion on the part of the Agenoy that the employee will retum
%0 an oversess assigmment., In same gases, such as those in which
the returning employee is medically disqualified for overseas service
or when the auployee 1s returaing for the purpose of res

there ls ¢bvicusly no "ressonsble expectation on the part of the
Agency" that he will retum to an overseas assignmant. Approving
officlals sho desire mssistance in neking this determination in
individusl cases mey obtain the advice of the Asgistant Director for
Psrsonnel or his designee.

d. PATMENT OF TRAVEL FXPENBES * 25X1A

Requirenents and procedures soncerning the payment of travel ense
are contained in Agency trevel regulations and in Handbook Ba.i

Travel Procesaing Quids,
e. EXEMPTION OF NECESSARY TRAVEL Thi®

(1) ZExcept as provided in paragraph (2) immediately below, the period

- of leave granted shall be exclusive of the time actually and
necessarily ocsupled in swalting transportation snd in going to
and from residence in the United States, its territories or

possegalans,

.15 -
CONFIDENTIAL

Approved For Release 2002/05/06 : CIA-RDP78-04718A001200070048-1




Apbroved For Release 2002/05/06 : CIA-RDP78-04718A001200070048-1 25X1A

CONFIDENTIAL

PERSOMNE]L
1954

(2) annual or sick leave or leave without pay grented under the
oircumstances set forth in paragraph ©b above shall be gale
gulated from the time of departure from the assigned post
of duty and will include all the elapsed normal working time
svway Irom the peost, )

6. MATERNITY LEAVE

25X1A

When an individusl employed without time limitation besomes incapaci~-
tated for perfomance of her duties because of pregnanoy and confine~
ment, she may be granted maternity leave, normally not in excess of
six manths, whioh include ascumulated sick and annual leave and
leave without pay., When the employee does not intend to return, she
must resign but may be pmmitted to use asccrusd sick leave to her
oredit prior to the effegtive date of resignation,

be APPLICATION FOR MATERNITY LEAVE

Application for maternity leave will be made by memorandum signed by
the enployee and acconpanied by s statement from the attending
pliysician certlfying as to her pregnancy and ineepecity for performe
ange of her duties. This request must state the amployee's intention
of returning to duty at the expiration of the leave period. If 60
or more days of leave without psy is required, the request should be
sibmitted 1n accordance with paregreph 10d of this Regulation.

s APPROVAL OF MATERNITY LFAVE
{1) When Request Does Not Exceed Six Montha

When the requastsd paricd does not exceed six months, spplica-
tlon for maternity leave will be submitted to the approving
official designated in accordance with paragraph 28 above for
approvel, Standard Form 52, Request for Personmnel Action,

will be prepared to show the spproval of the appropriste official.
One copy of each spproved request will be forwsrded to the Offine
of Personnel and two coples to the Payroll Branch of the appro«
priate Division of the Office of the Gompirollsr,

{2) When Requeat Hxceeds Six Months
Approval of sdditlonal maternity leave may bs granted by the

Assistant Diregtor for Personnel or his designee upon receipt
of written advics from the sttending physician certifying ss

- 16 «
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to the medical nscessity for the lsave and the recommendation
of the approving official designated in sccordance with para-
graph 2a sbove. If the requested period exceeds six months,
Standard Form 52, Request for Personnel Action, will be pre-
pared to show the recammendation of the sppropriate spproving
afficial. Three copies of the form will be forwarded to the
Office of Personnel. If the request 1s spproved, two ooples
of the form will be forwarded to the Payroll Branch of the
sppropriate Division of the Office of the Camptroller by the
0ffice of Personnel.

d, FINAL CLEARANCE

Upon Peceipt of Standard Form 52, the Offioe of Personnel will inter-
view the employee concerned. She will be required to obtain clearance

on ¥orm No. 3=30 (to be redesignated Form No. Z1), Final Payment
Clearance Bheat,

7+ KILITARY IEAVE

a. Military lsave for training purposes only, not to exceed 15 ealendar
days in any one calendar year, may be gramted with psy without charge

to anmusl leave to members of reserve camponenis of the armed serw

vices of the United States. Saturdays and Sundays will be included
in the 15-calendar=day leave period only when such leave includes the

praceding Friday and the following ¥onday .

sncawapment duty. .

8. Application will be made on Standard Form No. 71, Applicetion for

Leave, specifying military training leave under #Other®, and sub-
mitted in duplicate to the approving official. Upon spprovel, one
sopy of the SF~71 will be retained by the approving official and
one copy Will be filed with the Time and Attendance Report at the
time the absence is first reparted. A third copy of the SF«T71,

fros which ssourity end organisational information must be delsted,

may be completed for the military unit if required. Immediately
prior to his departure for military leave, the employee will leave
with his supervisor two certified coples of the military orders,

one of which will be attached to the Time snd Attendance Report for

the period which first includes anmy part or all of the military

1save. The second copy will be forwarded to the Office of Personnel

for inelusion in the personnel folder,
- 1] -
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COURT LEAVE

Bmployess are expected to perform Jury gervice whensver possible
without serlous interference with Agengy cperations. An official
Agency request for an excuse from duty will be made only on the
basis of unusual pressure of work, sse.rity of operaticis, or other
adequate official reasons. Except when Lased on seourlty considera~
tions, the request will nommally be for a postponement rather than
#n exouse from duty. Requests for excuse from or postponement of
g&ry duty will be forwarded through an Assistant Direetor of the
fflce of {he Deputy Director {Intelligence), ths Chief of an
Adminiptrative Qffice of the Office of the Deputy Dirsctor (Adminiss
tration), the Chisf of a Senior Stef{ or Ares Division of the Office
of the Deputy Director (Flans), the Director of Training, the
Agistant Director for Perscnnel, the Assistant Pregtor for Comsuni-
sations, whichever is concerned, to the Gemeral Counsel for aotion.

A full=time or "when satually swployed" amployee for shom there has
been properly established in advance & regular tour of duty of one
or more days during easch edmdnistrative workwesk, who attends court
88 & witness on behalf of the Unitaed States or the governuent of the
Distriot of Columbis, or for jury duty in a State, District of
Goluubis, or Federal court, 1s entitled to his regular pay while
abgent from duty, and no charge for leawe is made, Evidence of
sttendance at court and evidence of receipt or nonreseipt of fees
is required, Appllcations for court lesve will be processed in the
seme nanner as appllcations for advance annual leave,

An employee mey be granted cowt lsave to serve as & witness if the
value of his testimony rises from his official eapacity. Amnual
Jeave or IWOP will be granted when an esployee is absent from duty
beeause of privete litigation,

Baployess who serve &s withesses or Jurors end are granted court or
official lesve will suwrrender to the Fiscal or Pinance Uiviaion, as
sppropriate, Office of the Comptroller, fees received fram ecourts for
days on whish the esployse normelly would have warked. Federal
mployees oalled for Jjury duty in the Diastrict of Colusbia are mot
pald ususl Jury fees. An employee who sppears in any oourt in sny
espacity must report to the Director of Security for briefing an
ssturity regulations prior to the date of his appesrsnce in court.

ARSTHCE FPOR REGISTRATION AND VOTIRG

Insoffr as mey be practicable without interfering sericusly with
production, employees who desire to vots at comumnities where they
maintaln veting resldence, exoept where voting by sbsentee ballot

o I8 -
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i3 permitted, will be exoused for thaet purpose, without charge to
lsave, for s ressonable time on all election days. Farther,
employees who will be voting in jurlsdictions which requirs regisw
tretion in person will be exocused for that purpose, without charge
to lesve, for a.reascnsble time durdng the registration periods
gpecified by the Jjurisdiction in which they will vote., Such
suthorized absence should not excesd the time sctually required
to vote or reglster, as the case may be and in no event shall 1t
excaed one workdey for esch elegtion or reglsirstion period.

In those casmes when an enployee requestis additional leave for voting

or registration which will reiuire longer than one day in order to

snable him to go to his legal residence to vote or register, permis-

sion will be granted shenever practicable and the period of absence
in excesa of one day will be chargsd to annual leave or, if snnusal
leave is exhausted, to leave without pay,

LFAVE WITHOUT PAY

AUTERIZATION

25X1A

(1) The suthorization of leeve without pay is & metter of administre-

tive discretion, An employee cannot demand that he be granted
leave without pay az a metter of right, except in the cese of
disabled veterans, who are entitled to leave without pasy if

necessary for medical trestment, under Executive Order No. 5396.

{2) Except for the mpecial rules sppliostle to maternity leave
(paragraph ), leave withoul pay not exceeding 12 months may
be granted by approving of ficlals designeted in peragreph 2s

above to personnel aployed without time limitation. ZExtension

of lesve without pay bayond 12 months must be approved by the
Asslstent Director for Persomnel. {See¢ paregrsph i0c below)

QUIDES TO APFROVAL

(1) Bequests for brief periocds of leave without psy by @mployees
without sick or snnual leave, as appropriste, to their oredit
should be gonsldered on generally the same basls as requests
for slok or annual leave, However, conslderation should be
given to whether tha request is the result of excessive use of
leave.

{2) Employess serving oversess mey be granted leave without pay
under the following conditionss

- 19 =
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(3)

{a) Leave without pay for the psrscnal sonvenience of the
employee may be granted for an aggregete maximum of 30
workdgys during a twowyear towr. Such leave may be
gramted even though the employee has armusl leave to his
oredit so that he may sccumulate amual leave for uss as
provided in paragreph 5 sbovej however, the fast that an
employee hag taken leave without pay for this reason does
not affect the forfelture of excess leave in sccordance
with paragraph 3¢ sbove. (See parsgreph 5o above regard-
ing the effeot of sush lesve without pay on "eontinuous
servics abroad.")

(b) Leave without pay may be granted upon request by the
&ployee because of illness or injury whether ar not he
has snnual or sick leave to him aredit. BSuch leave withe
out pay does not break the centinuity of his service in
qualifying for leave under paragraph S above., ILf taken
oversess, such leave without pay does not extend the
axployes's tour of duty} however, the smount of sush leave
without pey taken in the United States does axtend the
tour for an equal period,. :

Requests for longer periods of leave without pay should be
revieved to assure that the interests of the Agency or the
serious needs of the enployes are sufficient to Justify the
gosts and adainlstrative inconveniences which result from reten~
tion of an asployee in & lesve~uithout-pay status. As a basic
sondition to approval, there should be reasonable expestation
that the eployee will return at the end of the approved period,
and 1t should be spparent that at lesst one of the following
bensfits would result: :

{a) The employee will sequirs incressed job ability. For
example, when the lsave is requested for edusation pure=
poses and the course of study or research is in line with
& type of work which the employee might be expected to
perform for the Agency. A4lso, when the request ls made
to permit tesporary employment with noneFederal publioc or
private enterprise and his service will oomtribute to the
Public welfere, or the gxperience he will gain will serve
the interests of the Agency.

{b) The leave of abgence is necessary for the protection or
irprovement of the arployee's health, For exgnple, to

- 20 -
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parmit recovery from illness or disabllity which is not

of & permanent or disqualifying nsture, when continued
smployment or Immediate return to employment would threaten
impsirment of the employse's health or the health of other
employees, Also, to permit the exployee to remasin on the
Agency's rolls pending final action on & claim for dis-
ability retirement or s alalm under the Federal Employees!
Qompensation Act, _ -

(¢) The leave of sbsence is necessary to rstain a desirable
. employee.

EXTENSION OF LEAVE WITHOUT PAY
leave without pay will not¢ be authorized initielly for any period in

excess of 12 months, Extension of lesve without psy beyond 12 months
may be approved by the Assistant Director for Personnel or his

- designee, FExtension will be spproved only whem the interests of the

will be furthered or when it iz adidnistratively determined
that, because of wnususl circumstances, the employee would be sub~
jested to undue hardship if the extension were denied, Application
for extension will be forwarded on Standard Form 52, Requast for
Pergonnsl Action, to the Offlce of Personnel with the recommendation
of an Assistant Director of ths Office of the Deputy Director (Intel~
ligence), the Chief of an Agninistrative Office of the Office of the
Deputy Director (Administration), the Chief of a Senior 5taff or Ares
pvision of the O0ffice of the Deputy Dirsotor (Plans), the Director of
Training, the Agsistant Direotor for Persommel, or the Assistant
Direotor for Communications, shichever is concerned.

PREPARAT ION OF HEQUEST

Standerd Yorm 52, Request for Persomel Action, will be prepared md

£ *ded to the Office of Personnel in secordance with Handbook
$ to report approval of leave without pay for pericis

over calendar days to 12 months, Standard Form 50, Notification

of Persormel Action (or Standard Form 52, Request for Personnel Action,
in ldeu thercof) will be issued by the Office of Personnel when leave
without pay, or an extension or renewal theresf, is approved for 30
calendar days or more,

FINAL CLEARANCE FOR EXTENDED IRAVE OF ABSERCE

Bglayeea who are granted an extended period of leave without pay
{80 days or more) will, prior to the begiming of such leave, axecuts

- 21 -~
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Form No, 3-30, Final Payment Clearance Sheet. In additlon,
enployees will be sacurity interviewed pursusnt to the provisions

of Regulation

f. Employees will miss the Office of Personnsl at least 30 deys in
advance of their anticipeted return to duty in order that appro-

priste security approval msy be obtained.

FOR THE DIRECTOR OF CINTRAL INTEILLIGENCE:

DISTRIBUTION: AB
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1. K. WHITE
Deputy Director
(Administration)
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